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NAVFAC INSTRUCTION 5900.2E

From: Commander, Naval Facilities Engineering Command

Subj: PURCHASE AND SUPPLY SERVICES

Ref: (a) NAVSUPINST 4200.85C, “Shore and Fleet Small Purchase and Other Simplified
     Purchase Procedures”
(b) OPNAVINST  5900.2C, “Subscriptions to Newspapers and Magazines”

Encl: (1) Basic Procedures

1.  Purpose.  To publish Naval Facilities Engineering Command Headquarters
(NAVFACENGCOMHQ) small purchase and supply policies, procedures and requirements.

2.  Cancellation.  NAVFACINST 5900.2D of 09 August 1983 is cancelled in its entirety.

3.  Scope.  The provisions of this instruction apply to all NAVFACENGCOMHQ offices.

4.  Discussion.

a. NAVFACENGCOMHQ receives its small purchase contracting authority from the
Naval Supply Systems Command (NAVSUPSYSCOM).  With this authority,
NAVFACENGCOMHQ can effect purchases up to $2,500 using micro-purchase techniques such
as the International Merchant Purchase Authorization Card (I.M.P.A.C) Government Purchase
Card and Blanket Purchase Agreements (BPA).

5.  Policy.

a. It is the policy of the Commander, Naval Facilities Engineering Command that all
procurement actions, conducted under the authority of NAVSUPSYSCOM, will be accomplished
in accordance with the existing procurement regulations described in references (a) and (b).

b. Procurements will only be made by authorized personnel within the Administrative
Services Division using the procedures set forth in enclosure (1).  Personnel making unauthorized
commitments/procurements may be held personally liable for the costs of the supplies and/or
services furnished.
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c. If a satisfactory item identical to or similar to the one requested is available from the
National Industries for the Blind, the Federal Prison Industries, Navy or GSA Stores, or the
Federal Supply Schedule, it will be procured from these sources rather than the open market.
Commonly, these are referred to as mandatory sources and this policy is consistent with policy set
forth in reference (a).

6.  Action.

a. Each code shall designate one or two individuals authorized to request supplies or
services via the Office Service Request (OSR).  This will reduce duplication with offices and
enable a better coordination and distribution of supplies.

b. All Headquarters personnel shall comply with the policy, procedures and requirements
set forth in this instruction.

B. F. MURPHY, JR.
Comptroller

Distribution:
     Internal List 2



BASIC PROCEDURES

Encl: (1) Office Service Request Procedures
(2) NAVFAC Supply Request Forms
(3) Controlled Items With Limited Issue Forms

a. An automated Office Service Request (OSR) Form will be used for requesting all non-
stock supplies, equipment and/or services.  Follow the procedures outlined in enclosure (1).

(1) OSRs should contain a complete description of the item required.  The description
should not be unduly restrictive and should not specify an item produced by only one
manufacturer.  Accordingly, the description should be as generic and broad as possible and still
provide a distinct explanation of the item needed.  Code 9151 will review all OSRs to determine
availability of item(s) from mandatory sources.  If an item that is similar, but not identical is
located on mandatory source lists, the requester will be contacted to see if the substitute item is
acceptable and satisfactory.

(2) The requester shall never contact the vendor concerning delivery nor under
any circumstance change any of the purchase order provisions.  Code 9151 will maintain
liaison between the requester and vendor.  All changes must be referred to Code 9151 for
action.

(3) OSRs will be given a sequential NAVFACENGCOM requisition number.  By
approving the OSR, the Resource Manager is certifying that funds are available, subject to final
certification and issuance of the appropriate accounting data by the Comptroller, Code 91C.

b. When ordering stock supplies, enclosures (2) and/or (3) shall be completed in their
entirety and submitted to Code 9151.  A collection box is located on the door of the Ready Issue
Room, 12S10.

c. Common use item orders will generally be delivered within a 24-hour period.

d. Quantities of common use office supplies ordered should not exceed a 30-day supply
for heavy usage items and a 90-day supply for light usage items.

e. Code 9151 will make all deliveries to Headquarters offices.

f. Emergency orders will be handled on a case-by-case basis.

g. A list of common use office supplies is available on request from Code 9151.

Enclosure (1)



OTHER REQUIREMENTS

a. Maintenance and Repair of office equipment

(1) Submit an OSR for required maintenance or repairs, stating type of equipment,
model number, serial number and the nature of the problem.

b. Photo Processing

(1) An OSR is required with specifics for processing along with the material itself.
Code 9152 will make arrangements for pick up, development and return to Room
12S07.

(2) Film for Official Use Only is a stock item.

c. Facilities for Conferences and Training - Submit an OSR as soon as the requirement is
identified with the following information:

(1) Title of Meeting/Conference/Training

(2) Number of expected attendees

(3) Date(s) and time(s)

(4) Preferred location

(5) Cost

d. Government Directives - An OSR is required for any directive, publication, manual, or
non-local form when a charge is involved.

RETURN OF ISSUED SUPPLIES

Codes desiring to return issued supplies will complete an Office Service Request.  The
appropriate name and number of each item being returned will be indicated on the form.  This
procedure is necessary in order to maintain a current inventory of all stock items.

APPROVALS

a. Office Service Requests (OSRs)

(1) Designated OSR LAN Users within each code have authorization to send routine or
non-routine OSRs.



(2) A list of all personnel designated to approve OSRs in each category (Routine
<$500/Non-Routine >$500) is maintained by the Head, Facilities Support Branch.

b. ADP and Related Equipment - Abbreviated System Decision Papers (ASDP) must be
forwarded to Code 911 for approval before the acquisition of any type of ADP equipment or
services.  Code 911 will generate an OSR and forward it to Code 9151 for processing.

c. Commercial Publications and Subscriptions - Are reviewed for mission accomplishment
on an annual basis during the Headquarters Support Budget Process.

(1) All initial requests must include a justification statement that indicates how the need
is essential for mission accomplishment.

(2) The Budget Representative from each code is the POC for subscription needs.
Renewals must be submitted on an OSR through the appropriate channels.

d. Filing Equipment - Head, Administrative Service Branch, Code 9152.

e. Hazardous Materials - Safety Manager, Code 40K.  Requisitions are required to identify
hazardous materials on the OSR and indicate all materials that will require a Material Safety Data
Sheet (MSDS).



APPENDIX

DEFINITIONS

a. Common Use Office Supplies:  Consumable supplies and forms that are frequently used by
Headquarters.  Items are pencils, pens, paper, typewriter ribbons, etc.

b. Non-stock items:  Supplies and minor equipment too costly to be stocked in the
NAVFACENGCOM storeroom.

c. Government Directives:  Instructions and publications, such as NAVFAC P-68, available
without cost and issued by SECNAV, NAVFAC, DOD, OPNAV, etc.  If not available locally,
can be ordered through Naval Publications and Forms Center in Philadelphia, Pennsylvania.

d. Government Forms:  Non-local forms available for a charge through NSC Norfolk, GSA, and
Naval Publications and Forms Center.

e. Commercial Publications:  Magazines, books, standards, and other publications that may be
purchased from commercial or government sources.

f. Filing Equipment:  Includes file cabinets, Lektrievers, security containers and other equipment
of this nature.



PROCEDURES FOR RATIFICATION OF UNAUTHORIZED PROCUREMENTS

A.  The individual making the unauthorized commitment shall:

(1) Forward to Code 915 (via: (1) Immediate Supervisor, (2) Division Director, (3)
Department Head) documentation concerning the transaction, which shall include as a minimum:

(a) A signed statement describing the circumstances, why normal procurement procedures
were not followed, what bonafide government requirement necessitated the
commitment, whether any benefit was received, its value, and any other pertinent facts;
and

(b) Attach all orders, invoices, or other documentary evidence of the transaction.

B.  The immediate supervisor or Division Director is responsible for preparation of an
endorsement that:

(1) Verifies the accuracy and completeness of the documentation;

(2) Describes the measures taken to prevent a recurrence of unauthorized commitments; and

(3) Provides a completed Material & Service Requisition with purchase description and
funding for the ratifying contract.

C.  If Code 915 concurs that the commitment should be ratified, the package is forwarded to the
Head, Budget Division, Code 913.

D.  The Head, Facilities Support Branch, as Contracting officer, shall:

(1) Review the documentation and endorsement provided;

(2) Ascertain whether there are any doubtful questions of fact;

(3) Prepare a determination and findings addressing the limitations in FAR 1.602-3(c)(1)
through (6);

(4) Prepare a recommendation to the ratifying official;

(5) Prepare appropriate contractual documents; and

(6) Submit the contract and supporting documents to Counsel (Code 92) for an opinion as to
form and legality and for any additional pertinent comment or advice.



GUIDELINES FOR SOLE SOURCE JUSTIFICATIONS

The following is provided to assist you with requirements for sole source statements:

1.  The Contracting Officer is required by law to ensure that sole source justifications are
adequately documented.  The justification must demonstrate that only one company can perform.
The following are examples of bases for sole source acquisitions:

a. The supplies or services to be acquired are unique to a contractor, and not available from
any other source.

b. Time is of the essence and only one known source can meet the Government’s needs
within the required time frame.

c. It is necessary that the item being acquired from the one source be compatible and
interchangeable with existing equipment.

2.  There are several points to be made:

a. The two most often cited bases for sole source are uniqueness and time frame.  These are
often confused and inappropriately interchanged.  If a contractor is unique and if his uniqueness is
adequately substantiated, a discussion of time frame is inappropriate.  If the basis for sole source
is time frame, a discussion of uniqueness should not be made.  Time frame does not make a
contractor unique.

b. Statements that a contractor has the best capability, offers the lowest price, or is the only
qualified source are not bases for sole source.  Such determinations can only be made through
competitive acquisitions.  A strong presentation which merely establishes that the recommended
source is most highly qualified to perform, but does not establish why other sources cannot
perform, is unacceptable.

c. The fact that a vendor has provided good services/products in the past does not, in itself,
justify continued use of that vendor as a sole source.

d. Administrative delay or lack of adequate advance planning does not create an urgency that
justifies sole source acquisition.

3.  The following elements must be addressed in the sole source justification:

a. State clearly the government's requirements.  Make sure that the entire requirement is
covered by the justification.



b. Explain why the contractor is the only company that can meet the Government's
requirement.  The documentation necessary to adequately substantiate the two most common
bases of sole source is discussed below:

(1) If the contractor has a unique capability, whether it be an item or service, it is
insufficient to simply say that the contractor is unique.

If the item is unique to the contractor, the unique characteristics must be set forth.  If the
contractor has unique expertise, that expertise must be described.  If the contractor has unique
equipment for facilities, this must be explained.

(2) If only one contractor can perform within the required time frame, the time frame
requirement must be explained:

(a) Provide the date by which the supplies or services must be delivered and indicate
how that date was determined as well as its significance.

(b) Indicate the impact of delay beyond that date in terms of program schedules and
milestones.

(c)  State how long it would take another contractor to acquire the capability to
perform or deliver and how much it would cost.  State the bases for the above
estimates.

c. State how the decision to go sole source was reached.  Generally, an employee’s
knowledge and experience can be used to support sole source.

d. State what is being done to foster future competition.

e. Justification must be signed and dated.






















